
Robert Smith
Dispatcher

Phone  (123) 456 78 99
Email: info@qwikresume.com

Website : www.qwikresume.com
LinkedIn: linkedin.com/qwikresume

Address: 1737 Marshville Road, Alabama

SUMMARY

More than 5 years successful experience in customer service and support with recognized 
strengths in dispatching, problem-solving and trouble-shooting, as well as staff support, and 
planning/implementing proactive procedures and systems to avoid problems in the first place. 

SKILLS

Microsoft Office, Excel, Teamwork, Organizational, Communications, Problem Resolution, Phones, 
Multi-task, Self-starter, Customer Service, Cashier

WORK EXPERIENCE

Dispatcher
ABC Corporation  April 2014 – Present 
 Confer with customers or supervising personnel to address questions, problems, or requests 

for service or equipment.
 Advise personnel about traffic problems, such as construction areas, accidents, congestion, 

weather conditions, or other hazards.
 Skills used reception, dispatching, attention to detail, answering phones.
 Manage and maintain hotels for crews working on sites and traveling between shops as 

needed.
 Improved call center functionality and service capacity by resolving customer complaints 

efficiently and quickly.
 Effectively managed a high-volume of inbound and outbound customer calls.
 Resolved issues such as bus breakdown, dot addherence, weather and road conditions.

Inmate Accounts Clerk
ABC Corporation  October 2013 – April 2014 
 Created and maintaining all financial records of individual inmate accounts.
 Include performing routine accounting clerical operations such as examining, verifying and 

correcting accounting transactions to ensure completeness and accuracy.
 Helping the public gets the information needed to help assist their family members with 

understanding our visit dates and time rules.
 Assist them with locating the family who had been transferred from our facility.
 Included keeping track of where all the inmate detained in our facility were going and coming 

from and how much money they had in their accounts.
 This money would later be transferred with them but if they were sent to a location where the 

could not take the money with them at the time of departing it was my job to later locate 
them in the bureau of prisons or us customs websites.

 Touch with the individual or receiving facility and find out which would be the best way to 
ensure that they received their money.

EDUCATION

Associate Of Applied Science in information Technology - (Terra State Community 
College)Certified Paramedic in Paramedic, - 2001(EHOVE Career Center - Milan, OH)
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